Quick Reference Guide — Employee Mandatory/Foundational Training Dashboards

To support staff meet the requirements of the Western Health ‘Training Requirement’ procedure on
PROMPT, our PowerBl Mandatory Training Dashboards have been expanded and a new Foundational
Training Dashboard has been developed.

This Quick Reference Guide will explain how to use WH’s expanded Mandatory Training Dashboards and
new Foundational Training Dashboards

FOUNDATIONAL TRAINING DASHBOARD

Foundational training is required to be undertaken by some staff, depending on their role and/or work
location. This section will show you:
e Filters
Competency Table
To customise a report and save it for future use
Steps to export the employee table to Excel
Retain last view and how to reset report
Information page

Filters

You can select one or more filters. Each filter allows you to select one or more drop-down boxes. i.e.
filter by “Employment Status”
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Competency Table

It shows the total number of employees, the number of employees who has completed each training
module, and the percentage of employees who have completed each training module.
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Aseptic Technique

Blood Transfusion Practice for Medical Offic..
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Blood Transfusion Practice for Murses and ...
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Electronic Medical Record 7,62
Epidural anaesthetic (non-obstetric) 1.198
Medication Safety for Nurses and Midwives 76
Obstetric Epidural Anaesthesia 515
Statutory Duty of Candour 511
Transmission Based Precautions 743

Focused Training

Adult Deteriorating Patient {(Non Obstetric) 265
A-E Assessment 206
Clinical Handover 782
Delirium Prevention and Management 547
Falls Prevention and Management 1578
ndwelling catheterisation 143
Intravenous Cannulation 1,585
Malnutrition Prevention and Management 52
Pressure Injury Prevention and Management 723
Self-harm and Suicide Rigk Assessment 265
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To customise a report and save it for future use

You can customise a report according to the training module/s. Follow steps 1-5.

l.e. Three modules have been chosen (step 2) and will be displayed in the 'Employee Table'. The
employee table will display the last _ Blank box indicates that employees have not
completed the training.

To save the customised report for future use, click on the “Add a personal bookmark” (step 4) and
input a report name. This will appear in your “Personal bookmarks” (step 5).
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Steps to export the employee table to Excel

Follow steps 1-3. Hover your mouse over the box for further instructions. Go to the top right-hand
corner of the “Employee Table”, click on --- and “Export data”.

FOUNDATIONAL TRAINING OVERVIEW Last Refreshed @

REPORT UPDATED DAILY Resetiilters 08-Feb-24
& Cost Centre Labour Category Award Employment Status
N All v/ All v All v All v

EMPLOYEE TABLE
The training date displayed is when it was last completed @ o SIEESTOERORTIADLEDAIA
Employee Name Western Health Orientation Package = Aboriginal Cultural Awareness Hand Hygiene EXPORT TABLE DATA TO EXCEL
Sumame, Forename (00010226) 01-Jul-23 - 3act Mol acvors () 00 LESER-RXEIL com oL TARE
Surname, Forename (00010512) 01-Jul-23 07-Sep-23 B bsiod ool il
FOUNDATIONAL TRAINING OVERVIEW Last Refreshed @
REPORT UPDATED DAILY Reset Filters 08-Feb-24
Cost Centre Labour Category Award Employment Status
All v All v All \ All
EMPLOYEE TABLE
The training date displayed is when it was last completed (AR
Employee Name Western Health Orientation Package = Aboriginal Cultural Awareness Hand Hygiene
Surname, Forename (00010226) 01-Jul-23 @ o)
Surname, Forename (00010512) 01-Jul-23 07-Sep-23 = S e
Surname, Forename (00010521) 01-Jul-23 11-Aug-22 5 Spotlight
Surname, Forename (00010548) 01-Jul-23 0 Getinsight
Surname, Forename (00010656) 01-Jul-23 17-Jul-21 16-Jun-23
Surname, Forename (00010674) 01-Jul-23 30-Nov-23
Surname, Forename (00010773) 01-Jul-23 28-Aug-21 03-Apr-23
Ciwrnnama Caranama MNANIATOMN N1_tallnd 1N_Cak_22
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Retain last view and how to reset report

Any filters or data view changes you make will be retained by the report and will be displayed the
next time you access it. To reset the view, click on “Reset Filters”.

FOUNDATIONAL TRAINING OVERVIEW Last Refreshed
REPORT UPDATED DAILY | Reset Filters 08-Feb-24 @

EMPLOYEE TABLE

Information page

Information page provides a report summary, data source, refresh interval, stakeholders and
aggregations.

FOUNDATIONAL TRAINING OVERVIEW Last Refreshed

REPORT UPDATED DAILY Reset Filters 08-Feb-24 o
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MANDATORY TRAINING DASHBOARD

This dashboard provides an overview of your staff across “General” and “Specialist” and their designated

training requirements.

e General: General Manual Handling, Basic Life Support, Fire & Emergency Procedures and

Occupational Violence & Aggression.

e Specialist: Advanced Lift Support, Patient Handling, Chemotherapy, Fetal Surveillance and Neonatal

Life Support.

This section will show you:
e Filters

e Toggle between General and Specialist Competencies

e Current Month Competency

e Employee search for 1 or more mandatory training modules expired

Filters

You can select one or more filters. Each filter allows you to select one or more drop-down boxes.

Last Refreshe

Directorate Division Cost Centre Labour Category Award Filters
CURRENT MONTH COMPETENCY Employee Search Filter MANDATORY TRAINING OVERVIEW EMPLOYEES @
el | R o v GENERAL  SPECIALIST 10,610
Employees 6,126
Up-to-Date 4,903 @ Uptodate Expires < 4 Weeks @ Expired [BLANKS]  Not Required
Result 80.0 is the expiry date for the mandatory trzining
Toggle between General and Specialist Competencies
CURRENT MONTH COMPETENCY Employee Search MANDATORY TRAINING OVERVIEW
) SPECIALIST
GENERAL MANUAL HANDLING (B4L)  BASIC LIFE SUPPORT (INCL. PAEDIATRIC) G REPORT UPDATED DAILY GENERAL
Employees 10,017 Employees 6,236
Up-to-date 8,225 Up-to-Date 4,795 .C‘ Up-to-date Expires <4 Weeks O Expired [BLANKS] Not Required
Result 82.1% Result 76.9% The date displayed is the expiry date for the mandatery training
Employee Name Labour Category B4L BLS FEP C
a
FIRE & EMERGENCY PROCEDURESIEI BCl PATIONAL VIOTENCE & AGGHESSION Surname, Forename (00010226) Administration and Clerical O 15-May-24 O 15-May-24 O 22-1
Employees 10,766 o wyEz 10,769 Surname, Forename (00010512) Sessional Clinical @ 23-2pr22 @ 15-lun-24 @ 15
-to- Up-to-dat: 8,473 -
Ipees 8,869 pricaete ! Surname, Forename (00010521) Ancillary Support Service ) 07-Mar-24 o) 01-Mar-24 @ 22
Result 82.4% Result 78.7%
Surname, Forename (00010656) Administration and Clerical O 23-May-24 O 23-May-24 O 16-
- - -
CURRENT MONTH COMPETENCY % Employee Search MANDATORY TRAINING OVERVIEW
ADVANCED LIFE SUPPORT PATIENT HANDLING (84L) All v REPORT UPDATED DAILY GENERAL SPECIALIST
Employees 1,011 Employees 5,604
Up-to-date 560 Up-to-Date 3,735 @ Uptodate Expires <4 Weeks @ Expired [BLANKS]  Not Required
Result 55.4% Result 66.6% The date displayed is the expiry date for the mandatory training
Employee Name Labour Category ALS B4L Chemo FS
a
CHEMOTHERAPY FETAL SURVEILLANCE —
Surname, Forename (00011844) Ancillary Support Service D 01-Mar-24
EQpRIES 2 Bckives pez Surname, Forename (00012128) Ancillary Support Service ) 01-Mar-24
Up-to-date 131 Up-to-date 317 : )
Surname, Forename (00012182) Medical Officers O 07-Feb-21
Result 59.8% Result 68.8%
Surname, Forename (00012419) Medical Support ] 04-Aug-24
Surname, Forename (00012599) Medical Officers O 24-Aug-24
NEONATAL LIFE SUPPORT
Surname, Forename (00012675) Administration and Clerical O 01-Now-24
Enaloves 569 Surname, Forename (00013333) Medical Officers O 25-Nov-22
Up-to-date 417 .
) Surname, Forename (00013673) Medical Officers O 09-Feb-20
Result 73.3%
Surname, Forename (00013745) Medical Officers O 01-Mar-18
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Current Month Competency

It shows the total number of employees, the number of employees who has completed each training
module, and the percentage of employees who have completed each training module. Note: Check

the information page for target.

CURRENT MONTH COMPETENCY

Employees 9,875

Up-to-date 8,593

Resu 87.0 Result
Employees 10,607 Employees
Up-to-date 9,213 Up-to-date
Result 86.9 Result

6,126 ——» Total# of Employee

80.0 T s Employee completed

& AGGRESSION| % Employee completed

10,610
8,774

Employee search for 1 or more mandatory training modules expired

An employee can be searched by either the whole or partial employee number, first name or last

name.
LIST OF EMPLOYEES WITH 1 OR MORE MT EXPIRED
Training has expired for 2.893 emy :
Select from list L ¢ etail
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MANDATORY TRAINING SPECIALIST DASHBOARDS — Back 4 Life, Chemotherapy, Fetal Surveillance, Fire
and Emergency Procedures, Occupational Violence and Aggression and Resuscitation Training.

This section will show you:
e Filters
e Toggle between General Handling and Patient Handling
e Competency Table

Filters

You can select one or more filters. Each filter allows you to select one or more drop-down boxes. i.e.
filter by month (Jan-24) or “Expires in 1 Week”

torate Division Cost Centre Labour Category Award Filters

MONTHLY SUMMARY: Jan-24

BACK 4 LIFE
= RS GENERAL HANDLING
Filters

Employee Search et tat xpiry Approaching Filters

9,875 8,593 1,282

Total 9875 8593 1282
MONTHLY COMPETENCY

Toggle between General Handling and Patient Handling

BACK 4 LIFE
REPORT UPDATED DAILY

GENERAL HANDLING - PATIENT HANDLING
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Competency Table

Click on H to expand the division to its associated cost-centre/s. Note: You must have access to cost-

centre to view it.

Jul-23 Aug-23

Employee Count

9,875

Division | Cost Centre

Expandto specificcost centre ED_
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